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To Submit Timesheet on Employee’s Behalf

If an employee is absent or unable to submit a timesheet, the approver must submit the timesheet on the employee’s behalf. Once the
timesheet is submitted, it is the responsibility of the approver to

= Print a copy of the submitted timesheet; upon return to work, the employee must sign and forward the signed copy to
the Payroll Department

OR

= Send an e-mail to the employee stating that the employee should review the timesheet that was submitted on his or her
behalf, and if the employee agrees with the hours that were recorded, the employee should forward the e-mail to the
Payroll Department at payroll@ncifcrf.gov with the statement, “I agree with the hours reported on my timesheet for
payperiod ending 00/00/00.” If the hours are incorrect, the employee should type the statement, “Timesheet Adjustment
Form to be submitted for payperiod ending 00/00/00.”

OR

* E-mail a copy of the timesheet to the employee for review. If the employee agrees with the hours that were recorded,
the employee should forward the e-mail to the Payroll Department at payroll@ncifcrf.gov with the statement, “I agree
with the hours reported on my timesheet for payperiod ending 00/00/00.” If the hours are incorrect, the employee
should type the statement, “Timesheet Adjustment Form to be submitted for payperiod ending 00/00/00.”

Example — Employee was absent due to illness and did not have the opportunity to complete and submit his/her timesheet.
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To submit the timesheet:

From your homepage, click on “Timesheet” in the upper left-hand side.
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To select the employee’s timesheet:

1. Under “View,” select the group to which the employee is assigned.
2. Under “Timesheet,” select the employee’s name.
3. Click on the “Edit Timesheet” (pencil) on the toolbar.

ogir ID: 2212269 | Date: 05-05-2008 Send Mail | About | Help | Exit

|I'ISE[_|Z

Saue Submit | Preview Detail

1. Select the group to which the employes is assigned
Timesheet View : Edit / Cell Data Edit Timesheet Period Status @ Open Period Begin : 04-26-2008

\LI | | V| ] 2 Approval Status :  Unapproved Period End : | 05-08-2002
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a7 559 Tatal=s
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Enter reason for submission and click on the “OK” button.

MNotes-Employee Edit

Tawt |0 | User Defined w

‘—_______..—-—* Enter the reason why the timesheet is being edited and click on the " Ok button
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Complete the timesheet, save, and submit.

Sencd Mail | About | Help | Exit

Ll I
Detele Chse O 'ﬂﬂﬂi ﬁ”rrli.'s-l'[ carect | Fl I Sort | Famglre

Sane Prewies | | Expand | Collapst | petail
ﬁ Complete the timesheet, save, and click on the "Submit” button F.: Unspproved  Period End : | 05-09-2008 v
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Enter reason for submission and click on the “OK” button.

2 Notes - Microsoft Internet Explorer

Reason For Submit

Tasxt |0 | User Defined w

<+«—— | Enter the reason for submission and click on the “OK” button




To print timesheet for the employee’s signature, click on the “Preview” button.

04 I =4 6 Nata: 05-0 i1i
= B < et afe— Clickonthe "Preview” button g | BV o4&
ot 3 o 5 [ pprovall = |Hiztrical| Apply
Saue Supmit | Previgw Expand | Collapse | petail | B | Delete | Close [ Open |\|'|eLu pM|Hisl0[y Summary | correct | Filter Sort | Template
Timesheet View : Read Only Cell Data Edit Timesheet Period Status : Open

Approval Status :  Pending

Period Begin : 04-26-2008

Period End : | 95-09-2002

+ D amp default Holiday Leave 0.00
+ D amp default Othar Laave 0.00
+ D amp default Sick Leawvs G80.56
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Dai:l}i.'Tﬁ’(al'f:

Center Description

Sun
5/d4

oy Tue
a5 /8

Feriod Totals ETC/Bal

‘3 Local intranet



Click on the “Printer” icon.

— =

2} Timesheet Report - Microsoft Inte| Click o the *

Printer” icon

File  Edit  Wiew Faworites  Tools  Help \ i _-
L;;itiar_k \‘) B @ :::] pSearch *Favnrites @ 8' :;: By - |_J ﬁ Jﬁ
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TIMESHEET REPORT

Period Ending: May 9, 2003
Printed On: May 8, 2008 £:17:33 Ak

Timesheet For E Department : Approval Statuz - Pending

Employee DX Employee Code

Total I ETC/Bal

{ B | owlowom oo | om | oo e om0 |

SA001 - regular haurs
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To e-mail copy of timesheet to employee

File Edit  ‘Wiew

Qe - ©

Fawarites

Tools

Help

2 Timesheet Report - Microsoft Internet Click on the “E-mail” icon

QDR G P Fere= @1R]% @ - K B
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Google |G
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Timesheet For:

Employee ID
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E-mail to be sent to employee

[ e ]| E-mail to be sent to employee for verification and i ——
[ c.. ]| approval of hours submitted on hisfher behalf
Subject; |Timesheet for payperiod ending 05/02/08 |

The following timesheet was submitted on your behalf for payperiod ending 05/09/08. If you agree with the hours recorded, please forward this e-mail to
payroll@ncifor. gov with the statement *l agree with the hours reported on my timesheet for payperiod ending 05/03/08". If the hours are incorrect, please forward this
e-mail to payroliE@nciferf gov with the statement "Timesheet Adjustment Form to be submitted for payperiod ending 05/0903"

TIMESHEET REPDRT|
Period Ending: May 3, 2008

Printed On: June 4, 2002 10:52:33 AM
Timesheet For: Department : Approval Status : Approved

Employee ID Employee Code
Fri
Total | ETC/Bal
.00 ‘ |9.DD |9.DD a.00 IEI.DD a0.00
1 1

|Q.DD ‘EI.EIEI !I:I.I:ID |Q.EIEI !I:I.I:II:I |Q.DI:I ‘Q.DD |8.DD ‘SEI.EIEI |
1

et e e
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1
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To Approve or Reject a Timesheet

TIMESHEETS MUST BE APPROVED BY MIDNIGHT ON FRIDAY BUT NO EARLIER THAN FRIDAY MORNING OF
THE PROCESSING WEEK.

From your homepage, click on “Approvals” on the toolbar, then “Department Approvals,” and finally, “Approve/Reject Timesheets™.

Tips | Contact | About | Home Fa

1. Click on " Approvals”

TimeWizard SAIC :
2. Clicl on "Department Approvals”

Timesheet Approvals Enue:;v/ Reports @

Department Approvals

Emafsl_‘ue et 'r' : Wel Approve/Reject Timeshests

WiglE ik Al Timarhs et Callect Timesheets
Click foi Messages/'Schedule | Show Approval Histery

2. Click on "Approvel/Reject Timesheets”

Timesheet Status
Pariod Ending: 08252002 Approwed
Petiod Ending: 0:5-09- 2008 Unapproved

Department Approvals
Approvals panding

Sppioyal Status

Personal links
About e
hange B

Powered By:
Laborlogix
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To select the employee’s timesheet to be approved/rejected:
1. Select the department to which the employee is assigned.

2. Click on the box next to the employee’s name to open the timesheet for review.

Approve/Reject Timesheets

Cepartment : |
Employes Summary

f—

1. Select department to which employees is assigned

Snec 2. Click on the box next to the employee’s name to open the timeshest for review
Feriod Ending : 05-03-2002
/ Submitted Hours

50.00

Total : 20.00
Approval Statement Reject Staterment :
Timesheeat Approval

Reason ;| User Defined w |
Approue |

Reject |

&‘] Dane

Cione |
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Click on the “Plus (+)” or “Expand” button to review hours recorded.

Approve/Reject Timesheets
Department Approvals for Period Ending 05-03-2008 :

Departmrant:!-| | W

Timesheet Summa@t_:

Click on the "Plus (+)" sign or "Expand” button

TG um Mon | Tue Th Fri

4 29 /4 a5 pa =1 517 a8 /3

Feriod Totals

i | | | 200 i 250 |2.50 400 |400 |2.50 [250 |250 (250 [S.00 [21.00 .00
i £ | £ |2 £ |£ (£ (£ |&
emp default Holiday Leawve 0.00
emp default Other Leave 0.00
emp default Sick Leawe Eiﬁ.DD .00 22.42
emp default Wacation Leave '2‘50 '2‘50 1.00 20.50

Approval Statement Reject Statement :

Timesheet Approval

M " Reject |

Reason ;| User Defined £

© Return | " Done |

@ ‘i Local intranet
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Example of expanded timesheet.

ogin ) sa12269 | Date: 06-02-2008 Send Mail | About | Help |
| B ee 2 B3R RO ok | 20| %
Sale SUDMIE | Preview Expand | Gollapse | petail add Delete | Cloze Open | Wiew PM | Hiztory | SUMMArY [ coprect | Filter Sort | Template
Timesheet View : Read Only Cell Data Edit Timesheet Period Status : Clozed Period Begin : 04-26-2008
V‘| | | Vl Y Approval Status : Approved  Period End ; | 05-09-2005 %

Eerter Daseription EEl e | Biza s (A e 2N Periad Totals | ETE/E:

:Egm-regularhours Z
5.25 1.00 |2.00
54003 - overtime hours &£ £ |
+ D emp default Haliday Leave 0.00
+ D emp default Other Leave 0.00
+ |:| emp default Sick Leave 39,12
+ D emp default Vacation Leave S6.00

Thu i s L Tue Wed Thu  Fri

Center Description . :l 501 - ; Bl B £ £ Period Totals ETC/E:=

14



To ensure compliance with company policies and procedures, you should review all notes the employee recorded on the

timesheet.
Approve/Reject Timesheets -~
Department Approvals for Period Ending 05-09-2008 :
Dz=_-|:|.5|rtmn=_-nt:iI ] V|

Timesheet Summar){_:

:Employee i | | | v.l.

D-[:: Expand IEI-[d- Collapse |

Carter Description Fraject ; Sl s e it [t : = Period Totals | ETC/EAL

A

+
=

A 9.00 (9.00 [2.00 |5.00 2.00 |2.00 |8.00 |5.00 |8.00 |72.00 <00
= <nar

— EEEE NETETETE E
ot i:d RFE 0.00

A ; i 0.00
+ emp default Holiday Leaws Holiday Leawe 5 ; | = | )

b 22 Transaction Notes - Microsoft Internet Explorer |_- |||:||r>_<|
+ i:q emp default Other Leawe Other Leave [ § 3
+ ﬁPT emp default Sick Leave Sick Leawe 17278

Last modified:

A . : 22.02 Ly

+ <3 emp default Wacation Leaws Wacation Leawve I e e e I R
May G, 2008 2:22:35 P
hd
Employes away on business trawel and unable to complete timesheet
Approval Statement ¢
.TimesheetA rowval
PP b
Ml Return
Review notes for compliance with company policies and procedures
Done |
é_hl - e anct
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To approve or reject timesheet:
If the hours recorded are accurate, click on “Approve” button and click on the “Done” button.
If the hours recorded are not correct, enter a reason for the rejection in “Reason Section” and click on the “Reject” button.

Click on the “Done” button.

An e-mail will automatically be generated to the employee, stating that his or her timesheet has been rejected. The timesheet must be
corrected and resubmitted for approval.

Approve Reject Timeshears
Department Approvals for Period Ending 05-09-2008

Dapatment [ | L

Timesheet Summary :

b‘{:!'\-m b{-l:-lpn-:.

A7 A A | amn 8N 6 Am  sm | mm ae Bm | am  Peried Tows
+ ﬂl I 1 ﬂim aim 15,00 alalal
- ﬂ wive e datault Hie i iy L i jo.oc
== a wmp dafaukt EHhar Laswvae o
== Eq amp dafault Glok L avw 312
-+ & amp dataubt Vs cation Laava e s e e B e ] o L E ]
R | =

If the timesheet i5 incorrect, enter an explanation for the rejection
inthe Keason Section and click on the "Reject” button

Approval Statement | Reject Statarmgit
Timeshast Approvsl Raagon @ User Pefined b

SAPpe _ Reject |
I\ Click on the "Done” button e~

| Click on the "Approve” button if the timesheet Is correct Rewrn | | Done
2

Sd Local intranet

If the employee is not available to correct and submit the timesheet, please refer to “To Submit Timesheet on
Employee’s Behalf.”
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To Clear an Employee’s Timesheet After It Has Been Approved

If a correction of the hours reported is required after the timesheet has been approved, the approved timesheet can be cleared.

Example — The employee’s timesheet was submitted and approved on Friday. On Friday afternoon, the employee called in and
requested to use 4.0 hours of vacation leave.

To clear the timesheet and make correction:
From your homepage, click on “Approvals” on the toolbar, then “Department Approvals,” then “Clear Approvals.”

Date: 05-01-2008 Tips | Contact | About | Home [

. . 1. Click on " Approvals®
TimeWizard SAIC

Timesheet Approvals Expenses

| 2. Click on "Department Approvals” ‘

Reports

Approve/Reject Timesheets

Department Approvals
Timesheet Welcome
ViewvEdit Cwon Timesheeat Only

WiewwEdit All Timesheet

Clear .ﬂ.p ['j ravals
Click for Messages/Schedule Collect Timesheets

ThnesHEel Slatis Show Approval Histary 3. Click on "Clear Approvals”
FPeriod Ending: 0425-2002 Approved
FPeriod Ending: 05-09-2002 Unapprowed

Department Approvals
Approvals pending

Approval Status

Persenal links
About Me
Change Pasaword

Fowerad By

LaborLogAx ]

éEl Daone "3 Local inkranet

£
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To clear an employee’s timesheet:

Select the group to which the employee is assigned.

Put a “Check” in the box next to the employee’s timesheet to be cleared.
Enter the reason for the correction (system requirement).

Click on the “Clear” button.

5. Click on the “Done” button.

Clear Approvals Message Text

Select Period
Period Ending ;| 05-08-2008 w» A

3. Enter the reason for the correction |

b=

Reason : | User Defined b

Select Department

4.-:—-;"'| 1. Select the group to which the employee is assigned ‘

Department :|

Select Employee :

A/J 2 Puta"Check” in the box next to the employee's timesheet to be cleared

‘ 5. Click on the "Done” button ‘

4. Click on the "Clear" button \\

4_9;] % Local intranet

Clear _| Dong |

An e-mail message will be sent to the employee. If the employee is not available to correct and submit the timesheet,
please refer to “To Submit Timesheet on Employee’s Behalf” on page 1.
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To Collect an Employee’s Timesheet

In the event the hours that are entered on a timesheet do not pass the rules which are established in the time entry system, the approver
must collect the employee’s timesheet.

Reasons for collecting a timesheet:

=  Full-time employee does not meet 80.0 hour requirement

= Employee terminated prior to the end of the payperiod

= Newly Hired Employee began work during the second week of the payperiod

* Temporary SCA Employee who works in excess of 40.0 hours within the workweek and is entitled to overtime

Example — A newly hired full-time employee began work on the second Monday of the payperiod. Since the employee did not meet

the 80.0 hour requirement as a full-time employee, he or she was unable to submit a timesheet. In order for the employee to get paid,
the supervisor must collect the timesheet.

19



To collect the timesheet:

From your homepage, click on “Approvals” on the toolbar, then “Department Approvals,” then “Collect Timesheet.”

Date: 05-06-2008 Tips | Contact | About | Home [al

1. Click on "Approvals”
TimeWizard \ RIC 2. Click on "Department Approvals”

Reports

Approve/Reject Timesheets

Timesheet Approvals

Timesheet Welcome
VienwEdit Own Timeshest Onby
WienwEdit All Timesheet

Clear Approvals
Click for Messages/Schedule

Timesheet Status
Feriod Ending: 04-25-2008 Approved

Period Ending: 05-08-2008 Unapproved 3 Click on "Cuollect Timesheets"

show Approval History

Department Approvals
Approvals pending

Approval Status

Personal links
About be
Change Pasamord

La@rLog%x |

@ Dione ‘ﬂ Local inkranet

—_

<
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To select the employee’s timesheet to be collected:

Select the group to which the employee is assigned

Put a check in the box next to the employee’s time sheet to be collected
Enter the reason for collecting the timesheet

Click on the “Collect” button

5. Click on the “Done” button

Collect Timesheets Message Text :

Select Period :

Feriod Ending ;| 05-08-2008 + ‘ 3. Enter the reason for collecting and click on the "OK" button ”,ﬁ*
Select Department : - ) .

e .fv’—"‘ 1. Select the group to which your employee is assigned ‘

Select Employee :

_Eﬁfﬁﬂ_l

b=

Reason : | User Defined ~

‘ 2. Futa"Check” in the box next to the employee's timesheet to be collected

40.00
Sl - [l —
Total : 120,00

‘ 5. Click on the "Done" button

b

o | | el

4. Click on the "Collect” button

£] %J Local intranet

NOTE: WHEN YOU USE THIS FEATURE, YOU BYPASS ALL RULES. AS THE APPROVER, YOU MUST REVIEW THE
TIMESHEETS PRIOR TO APPROVAL, SINCE THE EMPLOYEE WILL BE PAID FOR ALL HOURS RECORDED.
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System Generated Error Messages — Exempt Employees

Error - You cannot charge more than 80 regular hours for a payperiod

Exempt employees can only charge a maximum of 80 hours within the payperiod unless they are approved to accrue Credit Hours
Error - Hours must = 80 for the payperiod

Full time exempt employees must account for 80.0 hours within the payperiod

Error — Credit Hours worked/leave must be >=1 hour/day

A minimum of one hour must be recorded when accruing or charging Credit Hours

Error — Holiday hours charged to invalid date

Holiday hours must be recorded on the actual day of the holiday

System Generated Error Messages — SCA (Non-Exempt) Employees

Error — Regular hours & holiday hours must = 40 before charging overtime

Overtime hours are recorded during a workweek that does not meet the 40 hour requirement. Hours that are included in the calculation
of overtime are regular hours, holidays, and administrative leave.

Note: Emergency Call-In hours are recorded on the timesheet using a separate code which is automatically paid at time and one half.
These hours should not be counted towards the 40 hour overtime requirement.

Error — Regular hours & holiday hours cannot exceed 40 hours/week

The hours reported within one of the workweeks are greater than 40; the employee may be entitled to overtime pay
Note: Overtime is recorded using a separate code which is automatically paid at time and one half.

Error — Holiday hours charged to invalid date

Holiday hours must be recorded on the actual day of the holiday
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To Run Timesheet Status Report

The Timesheet Status Report can be used to ensure that all timesheets are submitted by employees.

From your homepage, click on the “Reports” button.

TimeWizard SAIC
Timesheet Approvals Expenses Reports
Timesheet Welcome :l Click on"Reports”
WiewwEdit Own Timeshest Only

WierwEdit All Timesheet
Click for Messages/Schedule

Timesheet Status
Feriod Ending: 0425-2008 Approved
FPeriod Ending: 05-09-2002 Unapprowed

Department Approvals
Approwals pending

Approval Status

Personal links
About Me

Change Pazavord

Fowerad By
\e .
La@rLo gAX
@ ‘:i Local inkranet =
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Select “Administrator” and click on “Reports.”

Report Category .

|

|Administrator -

(Fepors ] «—

F 1

Select"Administrator” in the drop down menu
| 1 and click on "Reports” button

@ Done ﬁ Local inkranst .
b, P ”””®””——————————
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"

1.
2. Select “HTML.”
3. Click on the Execute Report” button.

Select “Timesheet status.”

Report Category

Feun |

|Administratn:ur

2]

Employvee Frofile Ll
Activity Summany B
Timesheet Summany i
Migzing Timeshest

hdissing

Approvals
Timesheest status ¥

—

. Select " Timesheet status”

N

®HTME — ]

2. select "HTML"

O worp
O excEL
— 3 Click on the "Execute Report” button
[ Execute Report _]""--- P
@ Daone “'j Local inkranet
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1. Select a payperiod ending date.
2. Select the Department to be reviewed.
3. Click on the “Preview” button.

Report Category -' Report Parameters

- 1. Select a payperiod ending date 02-01-2008 »

Administrator V| p yp g \ 02-15-2008 =
p2-29-2008

period_enddats
03-14-2008 —
03-258-2008

04-11-2008 »

Department 1
Department 2
departments_awned Department 3
Department 4
Department 5

2. Select the department to be reviewesd \

215

£

Resource Code Associations .
Timesheet Audit Repont 3. Click on
Mizsing Timesheet New
Timeshaet with Motes
Timesheet Status with Email

@ HTML
) worD

() EXCEL

the "Preview” button | —

5.4}

[ Execute Report

@ Daone ‘j Local intranet
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To Review Report Detail

The Timesheet Status Report lists the employee’s name, the status of the timesheet (“Not Submitted,” “Pending Approval,” or
“Approved” and the number of hours reported on the timesheet.

TIMESHEET STATUS
Depariment, Emplayee
Print Date: 5/6/2008

Print Tine: 10:15:27 AN
For Feriod Ending 5/%/2008

Department: C185 Approval Status Tunesheet Howrs

Employes Not Submitted 40.00
Employes Mot Submitted =0.00

@ Done ‘-:J Local intranet
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